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. .~ FORM HR.RM 1 JEST FOR RECORDS RETENTION SC{ JULE ISCHE:’UL.E L onn
.. (8-60) ; . ‘ . NO. - PSS S

Mol of Records To be Submitted to the Records Management Division C
Commission Hall of Records Commission I:‘;GE '
. A — -
‘ Requesting Agency _ MONTGOMERY COUNTY 2. Division or Bureau of Reque;tmg Agency
DEPARTMENT OF FINANCE DIVISION OF REVENUE AND DISBURSEMENTS
3. Authorization Requested (Check only one of the squares below) '
A B C o
Dispose of present accumulation. No Establish retention schedule for re- Microfilm :ond destroy originals.
. odditional accumulation is antici- cords for which there is o continuing Origindls if not microfilmed would be
pated. Records have ceased to have value accumulotion. The records will cease to retained for the period of time indicoted.
. to warrant retention. have value to warrant their retention after
the period of time indicated.
4. 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relote inclusive dates and quantity and Board of Public
o (cubic or linear feet). Show recommended retention period. Works,
1.-JAX _COLLECTION DOCKET , o e

\Dat 1873 ~- - ‘ o

S
Slzﬁ?\t422<x 15m
“80.linear feet In offlce,wlhoo volumes in storage

" Quantity:
Annual Accumulat]on\\ 18 llnearffeet
File Arrangement: Dlstrlc;"subdlvlslon. then alphabetical
""" annual external audit

Audit: Perlodic internal audi

Tax Collection Docketd for real and personal property and for cor-

porations are prépared each year from 1BM property cards_and main-
When tax bills are paid, the date of paymen

tained ln,post-blnders.

‘ is stamped on the appropriate entry In the tax docket which becomes A
/zhé/bfflclal record of tax recelpts. )

' qucvsnr/el \ ceded ulen C‘m-ﬁa‘?

RECONHENDAT!M RETAIN PERMANENTLY.

2. SPECIAL IMPROVEMENT ASSESSMENT DOCKET
. ir, e -

Dates: 1930 --
Sfze: 9" x 12" /¢ vow sy
Quantity: 7 linear feet
Annual Accumulation: Negligible
File Arrangement: District, subdivision, lot and block
Audit: Perlodic internal audit, annual external audit

This form Is prepared at the time speclial assessments for street im-
provements are levied and provides space for recording payments for
ten years on the old forms and on recent forms for twenty years.

The dockets are maintalned In post binders and are kept In active

APPROVED
HALL OF RECORDS COMMISSION

7. Agency, Division or Bureau Representative
W a4 Q“ru/ %/m W @ 22 /9¢ ).
/' S Title Dote

Signature
hedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Scl

.Kecords Commission. |,
3, | M%@ﬂ@ gt
%m Archivist Dote Secretary //
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PAGE

FDR‘_M HR-R
(8 -60)
Hall of Records (Continuation Sheet)
Commission NO.
5. Description of Records 6. Recomrnendation
.lof .Hall .of Records.
and Board of Public

Describe records accurately. Include title, form number, size of documents
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

Works.

SPECIAL {MPROVEMENT ASSESSMENT DOCKET (Contilnued)

status unti] the assessment is fully paid, then they are retired to
storage. .
RECOMMENDATION:
JAX_CERTIFICATION

Dates: -1958 .
Size: 8 x Iy

Quantity: 3 flle drawers
1 file drawer .

Annual Accumulation:
By district and subd!vision

File Arrangement:
Pertodlc internal audit

RETAIN PERMANENTLY.

Audit:

This unnumbered form is prepared in duplicate on application for
certification of payment or non-payment of ordinary taxes on pro-

perty,
‘both full and partial levies.
A fee Is charged for certification and a tax

town or city taxes.
certification bill is then issued (Item 4). The original is glve
to the person applying for certification and the copy is retained

by the Division of Revenue and Disbursements.

‘RECMHENDATIV‘DN: “RETAIN FOR THREE YEARS AND THEN DESTROY.

‘TAX ' CERTIF1CATION BiLL

-Dates: 1958 --
_Size: 6" x 9"

Quantity: 1 flle drawer
- Annual Accumulation: 8 linear Inches
-File Arrangement: By date paid

Audlit: Periodic internal audit, annual external audit

The form provides space for certlification for ten years on
This certification does not include

RECORDS COMMISSION

APP
HALL oF peenr 0V ED

n

This is a pre-numbered form used for billing of fees charged by the
County in certifying payment or non-payment of taxes on veal proper-
This form Is prepared in triplicate and Is distributed as fol-

Original (white) to Payor; st copy {blue) is retained by the|

ty.

lows: "
Division of Revenue and Disbursements as a._cross-reference index

2nd copy (yellow) retained by the Division of Revenue and Disburse-
The recommendation below yto
pork-fecard )\ 12i) (Y

the 2nd copy (yellow).
within the meaning of the statute governing non-recor
1957 Edition, Art. 41,

RETAIN YELLOW COPY FOR THREE YEARS 0

ments for audit purposes.
The Ist copy {(blue) i< considered
temsj {Ap-

notated Code of Maryland,
be destroyed as soon as it ceases to have further valae to the acl-Ep
S

mlnistratim of the office. .
l wm%:

p

19 1961

“ W:‘in‘fﬁ@"

Bo1C VWORKS

RECOMMENDAT ) ON:
1TED, WHICHEVER IS LATER, AND THEN DESTROY.

1
i
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FORM HR-RM 1A . ..
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Commission

[ SCHEDULE vy
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CJ

REx JEST FOR RECORDS RETENTION sc@uu 1 Ne
&
PAGE

(Continuation Sheet)
NO.
6. Recommendation

3

A

Describe records accurately. Include title, form number, size of documents

{cubic or linear feet). Show recommended retention period.

5. Description of Records - ‘
i , of Hall of Records
and Board of Public

work or activity to which the records relate, inclusive dates, and quantity
i Works.

P

JAX_SALE RECEIPT

This ls an unnunbered form prepared in orlglnal only at the end of
each tax payment pertod for delinquent accounts. {information on this

Dates: 1958 — .~~~ ..o = S
Size: 7x HI% ‘ : ) .
Quantity: |} ‘linear foot : o ‘
Annual Accumulation:’ 3 linear .inches

District, subdivision, then alphabetical

File Arrangement'-‘
. Audit"» Per!odlc tnternal audlt annual external audlit

form includes name, description of property, de"nquent tax, interest
1t ‘Is used as a basis for preparing the Tax Sale|

and other charges..
'The forms. are maintained in Ioose-leaf binders and

Docket (ltem 6).
are used at the tax sales to record sale data. ‘They are recelpted

on the cash register to record payment of delinquent taxes by pur-

chaser. ‘ R o
RECOW%ENDATION RETAIN FOR THREE YEARS AF'I‘ER PREPARATION OF TAX

SALE DOCKET AND THEN DESTROY o~

JAX_SALE DOCKEY
(TRA2 - =

Oates; 1933--~--
Size: 13 'x Is#/
Annual Accum.llatfon. Negllglble
File Arrangement: By ‘tax year, then district subdivlsion,
and alphabetical by name
© Audit: Perlodic internal audlt

Thls is a two-slded urmuubered fom used to record the complete his-
tory of tax delinquency transactions. It is ruled for eight years®
entries. iInformation Hsted on the Docket is obtalned from the Tax
Sale Recelpts. . Bellnquent tax properties are listed in this docket
annually and tax sales are held at the close of the tax year on such

L; e n a7 5

APPRQ .V E D"
HALL oF RECORDS COMMISSION

(P 37

property. Owners may:redeem property sold within one ' year and a day
following sale; If not redeemed, purchaser must foreclose on proper-
ty within twelve months fol lowing this perlod The dockets are maln

RECMHDATION;Y "RETAIN PERMANENTLY, | _.BOARD GF P

CHECK REGISTER . | |
_ - SEP
Dates: LBS8 -
Size: 4 x 1™ :

%a&wm &7

talned in post-bluders. _ o _
| ArPPRGVED BY

UBLIC WORKS

19 1961

Quantity: 3 linear feet

SECRETARY

Annual Accunulation: 1 linear foot

File Arrangement: Chronological
Periodic internal audit, annual external audit

Audit:
The original of

The Check Register is prepared daily in duplicate.
this form is the Voucher Register, the duplicate is the Check




-

 Dates:” 1958 —- !
Size: 3" x 6"

] S - ) .ena
FORM HRAM 1A RQEST FOR RECORDS RETENTION SCHrULE scueouLe
" Holl of Records (Continuation Sheet) PAGE
Commission NO. 4
5. Description of Records 6. Recommendation
. " Describe records accurately. Include title, form number, size of documents of Hall of Records
.rem work or activity to which the records relate, inclusive ‘dates, and quantity .  [and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.
1. CHECK REGISTER (Contlnued)
Register. The Youcher Register is retained permanently by the Divi-
sion of Accounts.. The recommendation for this Item applies only to
the duplicate copy or Check Register. The Check Register Indicates:
the bank from which the funds are withdrawn, the. total drawn on eachl =
bank dally, the voucher number, amount, to whom paid, purpose, check E%
number, and budget account number. . The Register is used in.prepar- (2]
ing the Dally Summary Cash Balance lLedger (1tem 10) and In making =
monthly bank reconciliatlions of canceled checks and bank accounts. -~ g
The Regls;er Is necessary for audit. ; . ;" S
%,
RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WH | CHEVER :: e
is LATER. AND THEN DESTROY. . - a
O
. o il
. 8. | BANK osposn SLIPS < &
S
—t
—d
<C
x

1 This. Is a. bank form issued by the bank for funds deposited. They:

Quantity: 9 linear feet

Annual Accumulation: 3 linear feet

‘Flle Arrangemeni: Chronological =
Audit: Perood!c internal audlt, annual external audlt

are necessary for audlt.

RECWENDATION' RETAIN FOR THREE YEARS OR UNTIL AUDITED WHICHEVER
‘tS LATER AND THEN DESTROY.

CA'ICELED CHECKS

«M*Dates: 1956 --
Quantity: 75 linear feet
Annual Accumulation:. 8 linear feet
File Arrangement: Monthly, then by bank and® numerlcally by
check number
Audit: Periodic tnternal audit, ennual externa! audit.

This file contalns the canceled vendor and payroll checks returned
by banks after . payment has been made. The checks are filed by bank
and then by numerical order. The bank statements are also filed
with the checks. At the present time, the County dn

fourteen different banks. TYhe statute of limitati for & nyil °°“(S
action on this type of record Is three years; howe lt ts el
that the checks have administrative value for a perllodof® f?e‘yEEr?

The checks are used in auditing.

: S
RECOMMENDATION: RETAIN FOR FIVE YEARS OR UNTIL AUD{TED, VHICHEVER
IS LATER, AND THEN DESTROY.

19 .1961-

1 Y
~BLIC \WCKKS
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. . } SCHEDULE o>
FORM HR-RM 1A RQEST FOR RECORDS RETENTION SChruULE No. e
Hall of Records (Continuation Sheet) PAGE
Commission NO. 5
5. Description of Records 6. Recommendation
of Hall of Records
and Board of Public

Describe records accurately. Include title, form number, size of documents,
work or activity' to which the records relate, inclusive dates, and quantity
{cubic or linear feet). Show recommended retention period.

Works.

4.,
®
o.
10.

1.

DAILY SUMMARY CASH BALANCE LEDGER

Dates: 1958 --

Size: 15" x 21*
Quantity: 6 linear inches .

Annual Accumulation;. MNegligible

File Arrangement: Chronological
Audit: Periodic Internal audit, annual external audit

This unnumbered form ‘is:'u'sed' to summarize all daily cash transaction
The cash recelpts are listed by type and by bank. The ledger sheet .
prepared; and from the Check Register. The ledger iIs used in making

monthly bank reconciliatiens and is necessary for audit.
RECOMMENDATION: 'RETA.NI FOR‘THREE YEARS OR UNTI‘L AUDITED, WHICHEVER
S LATER, AND THER DESTROY. :

MISCELLANEOUS RECEIPTS .

Dates: 1958 -~
Size: 4 x 8

Quantity: 12 linear feet ‘
Annua) Accumulation: #& linear feet

File Arrangement: Chronological
Audit: Periodic internal audit, annual external audit

received for purposes other than tax collections.
of payments recelved by the Department of 'Inspection and Licenses,
Clerk of Court, ‘and Sheriff, the form is Issued by the Division of

in the 0ffice of the Division of Accounts.
auditing and is the subject of this recommendation.

b«

is prepared from a breakdown of cash receipts made at time deposit 1%

This Is a pte-nﬁnber'qd form prepared in triplicate for all payments
tn the instance

Revenue .and Dlsbursements summarizing the dally recelpts of the par-
This form, which Is the official receipt, is distrii

ticular office.

buted as follows: original to payor; Ist copy (blue), retained by

Division of Revenue and Disbursements; 2nd copy (yellow), is filed
The blue copy is used in

RECORDS COMMISSION

APPR
HALL oF OVED

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL mblTED,\ifi};HE_V;,R 1. .. -
4S LATER, AND THEN BESTROY. ATHHSOM K0 13Y
' B_.ARD F PlBLIC WORKS
12. | BOND AND INTEREST COUPONS .
Dates: 1929 - SEP 1|9 1961
Quantity: . 90 cubic feet
Annual Accumulation: 20 cubic feet %“ ’
By bond issue ol VO{M%&“M
SECRETARY

file Arrangement:
Audit: Periodic internal audit, annual! extgrnal audit

When bonds are issued, the Division of Revenue and Disbursements re-

cords the amount and name of the bank through which they are issued.
Cash deposits are made by the County in the various banks authorized

}
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FORM tiR-RM 1A

Hall of Records
Commission

REJEST FOR RECORDS RETENTION SCI'QULE

(8 .60)
(Continuation Sheet)

5. Description of Records

susC. 789

PAGE

No. 6
6. Recommendation
of Hall of Records
and Board of Public

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity .

Works.

4.
Q-
0. (cubic or linear feet). Show recommended retention period.
12. | BOND. AND iNTEREST COUPONS (Continued)
to redeem'lnterest.coupons. When interest is pald, coupons are used

13.

for tabulating the Bond and Interest Ledger. {litem. 13).

RECOMMENDATION: RETAIN FOR.THREE YEARS AFTER PAYMENT OF ALL INTERES!
COUPONS AND REDEMPTION OF BONDS AND THEN DESTROY, ‘
BOND AND INTEREST LEDGER I - 3
Daié’: : ‘929 - .

Size: 9" x ‘3“, 7 iroLn A 5
Quantity: 2 linear feet = .
Annual Accumulation: Negligible

File Arrangement: By year o
Audit: P_eriodlc intgrnal audit, annual external.qudit

| APPROVE
HALL OF RecoRps COMMISSION

éond and Interest Ledger sheets are a permanent record of the histor
of all bond Issues, payments of interest and bond redemptions. Bond
issues and interest coupon payments are recorded in the ledger which

also shows the number. of Interest coupons outstanding and those pald

14,

]S-

RECOMMENDATION: RETAIN PERMANENTLY.
WEEKLY REPORT OF LICENSE TAGS SOLD

..-Dates: 1958 --
T Stze: (11 x 1
Quantity: .15 linear inches
Annual Accumulation: 5 linear Inches
File Arrangement: Chronological
Audit: Audlited at State Department of Motor Vehicles

The Division of Revenue and Disbursements Qells State of Maryland
A weekly report is prepared for t

license plates over the counter.
State Department of Motor Vehicles listing tag numbers sold, and. fee
An original and one copy are forwarded to

and insurance collected.
Baltimore, together with the proper remittance.

retained in the Division.
RECOMMENDATION: RETAIN THREE YEARS AND THEN DESTRDW.

BCARD (F PY{

SEP 1

ARy

LICENSE APPL1 tATlON RECEVPTS
Dates: 1960 --

PP oV ED BY

BLIC WORKS

9 1961

ety el .

SE

Size: & x 10%

Quantity: 2 file drawers

Annual Accumulation: -1 file drawer
By month, then by application number

File Arrangement:

The function of the form Is described

This is a pre-numbered form issued in triplicate by the Department
of Inspection and Licenses,
!




SCHEDULE . .5 A/ .~
No..  (C-209

RL<UEST FOR RECORDS RETENTION SC(..\JULE
PAGE

(8 .60)
Hall of Records (Continuation Sheet)
Commission NO.
5. Description of Records . 6. Recommendation
Describe reccrds accurately. Include title, form number, size of documents, of Hall of Records
and Board of Public
Works.

4,
.Item work or activity to which the records relate, inclusive dates, and quantity
No.
1CENSE APPLICATION RECEIPTS {Continued)

{cubic or linear feet). Show recommended retention period.
5.
in the retention schedule for that department. The yellow copy of

IL A

'FORM HR-RM (1A

he form,which is retained by the Department of Inspection and Li-
This recommen-

ses, is the officlal record copy used for .audit.
ation pertains only to the blue copy, which is retained by Revenue
This

nd Disbursements, after collection of the applicant's fee.
y Is used for preparation of the dally sumnary of receipts (Mis-

llaneous Recelpts, $tem 11), and is non-record within the meaning

f the statute governing non-record material (Annotated Code of
ryland, 1957 Edition, Article 41, Sec. 179) and may be destroyed
soon as It ceases to have administrative value to the office,

RECORDS‘ COMMISSION

ELINQUENT TAX LISTS
Dates: 1934 —-
Size; 4" x 18% x 2¢
Quantity: 10 volumes

ellnquent Tax Lists are prepared annually from the Tax Collection
They are arranged by district, giving subdivision-

ocket, (ftem 1).
r area name, the name of the taxpayer, a brief description uf the

roperty, the amount of the assessment and taxes, interest and cost

f advertising, and the total charge, with notation of payment when
As soon as a new list is prepared the old one has no further

16.

AP
HALL oF pe ROV ED

- «
- e .

value, .
RECOMMENDATION: RETAIN FOR THREE YEARS AND THEM DESTROY.

—.17. |[EORRESPONDENCE
- Dates: 1958 --

-- $lze: Letter slze
Quantity: 3 file drawers
Annual Accumulation: | flle drawer

file Arrangement: Alphabetically by name of correspondent

The material in this flle consists of correspondence with individu-
is and mortgage loan companies relative to tax collections on real

roperty. -
COMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.
A ivONMED 13Y
BJAKD (F PUBLIC WORKS

SEP 19 1961

| %M (T A
= Ziiiéiﬁéiﬁa?‘”
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© FORM HR-RM 1A <., JUEST FOR RECORDS RETENTION SCn.bULE ﬂﬁ,""’"‘c
Hall of Records (Continuation Sheet) PAGE 8
Commission NO.

o

5. Descri

iption of Records

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote, inclusive dates and quonhty
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Wisrks.

3

'm.ﬁmmmsmsrm

the
is broken down by type

tax duae

for'thn State.
RECOMMENDATION:

tax bills,

- Datess 1960 = = - .
Quantitys - 1 fils drawer®
Ammal Accommlations $ file drawer
File Arrangements .Chronological

‘¢« Audity Anmndl.axterndl audit, periodie 1nterna1.andit

The IEB Section preparas a.daily'listdng of all taxes paid from

The listing is made in duplicate and
(persomal, corparate or real preperty)

Itmommmmmummuﬁummmmmn

of ‘tax

4

The D&visiun of asvanna and nidbursements recetvas the orticial
record copy of this report which it uses to post the Tax Collection
Dockets (see schedule ¢ 4 c# Item 4 )o The intermsl aundit staff
uses the other copy to pwepara a recapitulation of the Register

mmmmmmm*mnm
AUDIT REQUIREMEHTS HAVE BEEN MEI, ARD THEN DESTROY.

APPROVED BY
BOARD CF PUBLIC WORKS

SEP 1

9 1961

reee mapsosaress

SECRETARY




